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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Yes
	Supervisory Related: E48
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Off
	IMMEDIATE SUPERVISOR: James Peddy
	SUPERVISOR'S CLASS: Construction Supervisor III, WR
	personnel analyst: Andrea Riley
	personnel date: 01/19/2010
	PERCENT OF TIME: 












35%
	activity: POSITION SUMMARY
Under the general direction of the Assistant Division Chief, serves as the DOE Project Manager (PM) for the Department’s Electronic Document and Records Management System (ED&RMS) and is the liaison for DOE for all ED&RMS activities.  Responsible for the daily operations and management of the ED&RMS project development and implementation.  Contracted IT consulting and/or implementation project team(s) will report directly to the ED&RMS Project Manager.  The incumbent will oversee, manage, direct, and administer the ED&RMS contracts.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others, maintain regular,  consistent attendance, and exercise good judgement.  Excellent verbal and written communication skills are required.  The specific essential duties are:

Plan, lead, organize, and control the activities associated with the ED&RMS for DOE and acts as a liaison for Department.  As a technical and subject matter expert, responsible for the administration of consulting, procurement, implementation, and project management contracts involved with the development, deployment, testing, de-bugging, and roll-out of the ED&RMS.  Incumbent will be responsible for all activities relevant to the entire contract life cycle (i.e., assist with the development of project requirements and specifications, contractor solicitation, selection of contractor(s), contract commencement, progress payments, progress reporting, etc.).  For DOE ED&RMS activities, performs surveys of Division Management, Branch Chiefs, and Program Managers to determine ED&RMS needs as they relate to engineering drawings, schematics, specifications and other pertinent documents.  Reviews surveys, makes recommendations to DOE management and develops a plan for implementation within DOE and in concert with the Departments overall ED&RMS plan.  As Division liaison ensures that DOE ED&RMS needs do not conflict with Department's ED&RMS goals, policies, procedures and objectives. Incumbent requires a working knowledge of CADD Microstation, the Division's engineering drawing requirements and overall  understanding of the Departments WREM 65 and how those requirements impact ED&RMS.  May require travel to off-site locations utilizing a personal or State vehicle.
	classification: Senior Engineer, Water Resources (Specialist)
	appointee: vacant
	dwr position number: 3101-3261-002
	sap personnel no: 
	sap position number: 50002844
	division: DOE / Office of the Chief
	mcr: 1
	percent2: 20%




10%





10%







10%



5%
	activity2: Coordinate and chair conference calls, meetings, workshops, routine status reports, and various presentations with various levels of staff throughout the Department. Coordinate and conduct meetings and workshops with ED&RMS coordinators throughout the various branches and Divisions for discovery.   Makes presentations to Governance and DWR Executive Management. 

Coordinate with consultant to establish criteria, define procedures and establish a budget for processes performed by the private consultant.  Review consultants work and make recommendations to Steering Committee.  Ensure work flow is consistent with DOE procedures.  Provide overall project guidance and direction through the use of risk management and conflict/issue resolution.   

Drafts scope of work for consultant contracts, assists in evaluation of potential consultants and acts as Division liaison with selected consultant.  Establishes and monitors performance measures for the ED&RMS and reports to Division Chief on a regular basis.  Provides technical guidance and functional supervision of consultants performing tasks associated with the ED&RMS.  Reviews and approves all invoices to ensure charges are in accordance with contract scope, budget and product provided.  Provides overall direction and assures program activities are conducted on schedule and within budget.

Develops the overall funding of the Project.  Prepares budget requests and Budget Change Proposal's.  Establishes and maintains budgets and schedules using SAP.   Prepares monthly and quarterly reports detailing expenditures.

Prepares memorandums, progress reports and technical reports on a regular basis.

OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during governor declared emergencies, flood, dam SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as CalEMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recover, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department’s Administrative Orders.
	percent 3: 
	activity3: SPECIAL REQUIREMENTS
This position requires the incumbent to be a self-motivated and self-disciplined, results driven individual.  The incumbent must have the ability to self-impose goals and then monitor subsequent progress.   The incumbent will utilize interpersonal and communication skills to effectively communicate with contractor(s) and DWR staff (DOE staff as well as staff from other various DWR divisions).   May need to possess a valid California diver's license and operate vehicle on public roadways or travel to remote areas.  Travel on short notice and overnight lodging may be required on some trips, as will the ability to enter/exit vehicles.
	supervisor name: James Peddy
	employee name: 


